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Goal

Providing instruction in using the higher-
level processing features of the 

EDExpress Pell module.
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Agenda

Formatting and sorting grids
Exporting grids to create customized 
reports that can be opened in other 
software applications
Using file formats to export data to an 
external source
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Agenda--Continued

Using multiple entry for updating 
origination records and batch level 
process/calculate
Using disbursement profiles—Practical 
application
Importing the YTD file, printing the 
reports, and using the rebuild functions
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Formatting and Sorting 
Grids

By “right clicking” on any grid column 
within EDExpress you can:
– Use the “Find” feature
– Do a quick sort in ascending or descending 

order
– Freeze columns
– Hide columns
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Formatting and Sorting 
Grids
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Exporting Grids to create 
Customized Reports

Under Tools/Browse/Pell you can select 
one of four grids to export field data
– Origination
– Disbursement
– Document Activity
– Query Fields

You can select the field columns within 
the grids that you want to export
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Exporting Grids to Create 
Customized Reports
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Using File Formats to Export 
Data to an External Source

The File Formats feature allows you to:
– set up your own user-defined criteria,
– export the data in a flat file, then
– import it to another external source, such 

as another mainframe system
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Using File Formats to Export 
Data to an External Source
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Using Multiple Entry and 
Process/Calculate…

Use Multiple Entry after an ISIR import 
to prepare Pell records for origination
– Select the field you want to update on the 

records and supply the individual values
Use Process/Calculate Award Amount 
for Entire Award Yr… to calculate 
origination records at the batch level
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Using Multiple Entry and 
Process/Calculate…
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Using Multiple Entry and 
Process/Calculate…
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Using Multiple Entry and 
Process/Calculate…
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Using Disbursement Profiles—
Practical Application

You can create as many disbursement 
profiles as you need when you need 
them
Disbursement profiles automatically 
create anticipated disbursements 
– Can be added via manual or multiple entry
– Simplifies creating actual disbursements 
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Using Disbursement Profiles—
Practical Application

Using disbursement profiles to create 
anticipated disbursements allows you to 
take greater advantage of EDExpress 
disbursement reports such as:
– Disbursement List
– List—Disbursement Activity Summary
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Using Disbursement Profiles 
and Disbursement Reports



17

Using Disbursement Profiles 
and Disbursement Reports
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YTD File—Importing, 
Printing and Rebuilding

You can request a YTD file containing 
information about your school’s activity 
that has been posted to COD up to the 
current date
– Export a Data Request in EDExpress
– Contact COD customer service
– Request from the COD Web site
– Import file name is PGYR**OP
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YTD File—Importing, 
Printing and Rebuilding

You can use the YTD file to:
– Prints comparison reports to identify 

differences between COD data and 
EDExpress

– Update selected records or all records with 
the data contained in the YTD file
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YTD File—Importing, 
Printing and Rebuilding
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Technical Assistance

We appreciate your feedback and 
comments.  

CPS/SAIG Technical Support:
Phone: 800/330-5947
Email: CPSSAIG@ed.gov
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